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ACCESSING THE RECORDS MANAGEMENT COURSE 

This tip sheet will guide you through the task of searching for and registering for 
the Records Management for All Employees course. 
IMPORTANT: Adobe Flash Player 10 or higher is required to run this course. 

1. Log on to the LMS. 
NOTE:  For instructions about logging on, refer to the Log-On 

Instructions (TS02-L) tip sheet.  

 
Figure 1: Home tab 

2. If not already selected, click the Home tab. 

Home tab 

Course links 
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3. Click the either the HHS Records management for All Employees or 
the HHS Records Management for All Employees (Mac compatible 
version) course link in the 1 – NIH Quicklinks portlet. 

 
Figure 2: Learning Details: HHS Records Management for All Employees page 

4. Scroll to the bottom of the Learning Details: HHS Records Management 
for All Employees (Mac Compatible version) page. 

 
Firgure 3: Learning Details: HHS Records Management for All Employees screen 

Register 
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5. Click Register. 

 
Figure 4: Registration Confirmation screen 

6. Click the Launch Content link. 
NOTE: If you see a security warning like the one shown below, click Yes. 

 
Figure 5: Security Warning pop-up window 

7. You have now started the course.  Follow the onscreen prompts to 
complete your training. 
NOTE:  A completion certificate will be accessible from your transcript 

once the online training is successfully completed.   
For instructions on how to print a certificate, refer to the Print a 
Certificate of Completion (TS27-L) tip sheet. 
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